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Summary

Construction projects that are advertised, bid, and administered using clear, correct,
and easy-to-understand documents will in the experience and expectations of the
Conference participants:

e Increase participation of industry in bidding state Department of Transportation
(DOT) projects;

e Reduce errors in estimating the cost of state DOT projects;

¢ Reduce the likelihood of change orders and claims during construction;

e Facilitate the resolution of those change orders and claims that do occur; and

e Reduce the likelihood of errors in the inspection and administration of a
construction contract.

It will probably never be possible to measure or quantify the dollar-value benefit of
converting construction documents to plain language — active voice (PL). Conference
participants agree that improving the clarity and quality of the construction documents
will reduce construction and delivery costs. The federal government and many state
governments have executive orders or legislative mandates to implement PL
conversions. Some states are voluntarily implementing PL.

The initial PL effort is usually focused on converting the standard specifications to PL
followed by conversion of special provisions, standard plans, bid books, policy
manuals, and technical guides. PL principles can be applied to non-standard project
specific specifications.

Representatives from ten state DOTs (California, Florida, ldaho, lowa, Minnesota,
Nebraska, New York, Oregon, Washington, and Wisconsin) along with FHWA
representatives from the California Division, Resource Center and Headquarters in
Washington, DC gathered for a three-day Peer to Peer Conference held in
Sacramento, California to share ideas, ask questions, raise concerns, share “lessons
learned” and develop best practices regarding the conversion of construction
documents to PL.

This conference was jointly planned and funded by the FHWA and the State of
California, Department of Transportation, Construction Division (Caltrans). The
Conference was organized by Caltrans. The Conference was facilitated by Navigant
Consulting, Inc.

This report summarizes the “lessons learned” and best practices resulting from
participant discussion and consensus of this three-day conference.
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Objective of the Conference

The objective of this conference is to share ideas, answer questions, alleviate
concerns, share lessons learned, discuss continuous quality improvement, and
develop best practices for PL. FHWA and Caltrans developed the agenda to:

Define Plain Language (PL);

Quantify the extent and applicability of PL conversion to construction contract
specifications;

Determine the status of PL conversion;

Perfect the process for converting documents to PL;

Learn how to build consensus and acceptance of PL internally and with
industry, local agencies, and other stakeholders;

Assess the impact PL has on bid books, project advertising, and policy
development;

Understand PL implementation;

Identify the best ways to train users of PL;

Assess the risk of PL conversion to project delivery;

Develop methods to implement continuous qualify improvement; and
Implement best practices and lessons learned of DOTSs that have converted to
or are in the process of converting to PL.

The conference agenda is in Appendix A. ltems on the agenda but not addressed in
this report are in Appendix B.

Background - Why Convert to Plain Language?

Many DOTs have, are, or are thinking about converting part or all of their construction
documents to PL. Different states are motivated by different factors including:

Requests from industry for “user-friendly” documents;

Executive orders or directives;

Legislative mandates;

The recognition that the quality of construction documents is a risk to delivery
of construction projects; and

The desire to make contract documents more clear, concise, and easier to use,
resulting in fewer disputes and lower costs.
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Preparing for the Conference

FHWA and Caltrans jointly developed a Cooperative Work Plan and agenda for the
Conference. A general invitation was sent to all 52 state and territory DOTs. A
questionnaire was sent out to participants prior to the Conference. Four states
responded to the Questionnaire. These responses are collated and reported in
Appendix B.

Participants

The following representatives from ten DOTs participated in this Conference:

Mike Kissel — California DOT

Jim Cotey — California DOT

Jill Sewell — California DOT

Greg Edwards — California DOT
Sey Hossnieh — California DOT
Robert Schott — California DOT
Robin Leonard — California DOT
Tim Sobelman — California DOT
Greg Balzer — California DOT
Perry Mayer — California DOT

Don Roberts — Florida DOT
Frances Hood — Idaho DOT

Tom Reis — lowa DOT

Tim Quinn — Minnesota DOT

Mike Sklenar — Nebraska DOT
Pratip Lahiri — New York DOT
Dale Deatherage — Oregon DOT
Craig McDaniel — Washington DOT
David Mariman — Washington DOT
Michael Hall — Wisconsin DOT

FHWA representatives that participated in the conference are:

Ken Jacoby, FHWA — HQ’s, Washington, DC

Jeff Lewis, FHWA - Resource Center, California

Bren George — California Division

Caltrans chief engineer Richard D. Land and construction division chief Mark
Leja welcomed the participants to the Conference.

The Conference was facilitated and documented by John Sween and David Halligan
from Navigant Consulting Incorporated. This report was prepared by John Sween
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and David Halligan of Navigant Consulting Incorporated and edited by Michael Kissel
of Caltrans.

Participant contact information is in Appendix C.

Key Observations and Best Practices Discussed

1. Defining Plain Language — Active Voice (PL)

PL means documents written and formatted such that they are easy to read,
understand and utilize. Best practices generally include:

Use of the active voice in lieu of the passive voice;

Use of the imperative mode;

Use of short, simple sentences rather than long, conditional statements;
Use of lists whenever practical;

Avoiding the use of technical jargon and abbreviations;

Avoiding repetition;

Use of consistent style and format; and

Use of technically correct specifications.

There are no universally accepted rules and guidelines for PL. Different DOTs
have different definitions of PL. Several PL examples are in Appendices D, E
and F. Additional guidance is found at www.dotspecs.fhwa.gov and
www.plainlanguage.gov.

A best practice is to develop and use a PL Style Guide that defines PL for your
DOT. Use a style guide to ensure specifications are consistently written in PL.
An example Style Guide is in Appendix E.

Your Style Guide ensures that PL specifications developed by delegated
function units are consistently written, especially non-standard, project-specific
specifications. Use a style guide to ensure the consistent development of PL
specifications, especially in decentralized DOTSs project delivery units.

When converting to PL, remember that your primary audience is the
construction industry, your construction staff, and the responsive bidder. Your
specifications are part of the construction contract that must be followed by the
Contractor and DOT.

2. Status of Plain Language Conversion

As expected, the status of PL conversion varies from one state to the next.
Some states have already converted significant portions of their specifications
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to PL. Other states are in the middle of the process, while a number of states
are contemplating the change.

One of the major differences is between those states implementing a stand-
alone PL conversion as compared to those states that are converting to PL
while at the same time updating technical content. In the ideal world, only a
conversion to PL would be necessary. However, it makes no sense to convert
an obsolete, outdated or incorrect specification to PL. In fact, conversion to PL
is an opportunity to correct and update technical content, and vice versa.

The PL conversions that are underway or have been completed all started with
conversion of the Standard Specification to PL, in particular, with conversion of
what are commonly called either Division 1 or Division 100 requirements. Next
in line for PL conversion are the Technical Specifications and Materials
Specifications (commonly called Division 2 and Division 3, or Division 200 and
Division 300, respectively). Construction Manuals and Design Manuals are
typically the next priority. One state is moving toward replacing its construction
manual with an interactive website. However, this may be problematic for
remote users or users working out of their trucks without ready access to an
office.

The Contract Terms and Conditions themselves, as well as bid forms, which
typically must meet certain legal sufficiency requirements, are generally outside
the scope of a PL conversion.

Other documents that are candidates for PL. conversion include standard
drawings and QA/QC manuals.

States that had completed all or part of a PL conversion all remarked on the
significant investment of time and resources required. Converting Division 1
requirements to PL takes between 18 months and 2 to 3 years or more. In
practice, the conversion to PL is an ongoing initiative of continuous quality
improvement as specifications are corrected, changed, and updated over time.
A similar time frame can be expected for converting construction manuals or
other manuals to PL. The conversion process is not simple and takes time.

3. Converting Specifications to Plain Language

Key observations and best practices for converting Specifications to PL
include:

e Obtain full commitment and support from the highest administrative and
executive levels within your DOT. Conversion to PL requires a
significant commitment of time and resources, so a long-term
commitment by the organization is required to achieve success;
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¢ Obtain early involvement and support of industry. As the key end-user
of the specifications, industry must be brought in early in the process
and remain engaged. Industry must buy into the process and to the end
result. Include industry representation in your working groups and
specifications review committees;

» |dentify who will be responsible for converting a section to PL — will it be
a specifications engineer, a consultant, or a designer;

¢ Identify technical leads within the state DOT responsible for the
technical content of each section;

e |f possible, develop a work plan and schedule for converting each
section;

o Create liaison committees with specific industry groups to assist in the
PL conversion, especially if you are changing technical content, and
include all relevant stakeholders within your organization on these
committees;

o Create review committees involving all stakeholders (for example, your
legal department, materials suppliers, and FHWA). Complete this
process before submitting a converted section for final approval;

¢ Develop a PL conversion communication / out-reach program.
Communicate within your organization, to industry and to other
stakeholders, including local agencies that use your specifications, what
you are going to do and when you are going to do it. You don’t want to
get too far down the road with something that ultimately is unacceptable
or problematic;

e Develop or adopt a PL Style Guide;

o Develop and provide templates and examples for specification writers to
follow;

¢ |mplement training in the use of the PL Style Guide and how to write PL
specifications;

» Begin each specification section with a description that tells the reader
what is included in that section so the reader will know whether or not he
or she is in the right section or not;

e As you make changes, be sure you “track” them — maintain version
control;
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e Specifications should not include or reiterate permit requirements;

e Specifications should not include or reiterate government code
requirements unless the code specifically requires it;

e Special or unique specification items should be designated through a
special coding structure;

e Specifications should not reference design or construction manuals;

» Keep local FHWA representative involved and apprised of progress in
converting to PL and otherwise modifying your standard specifications;
and

¢ |f PL conversion results in an unintentional change or ambiguity to the
specifications on a specific project, be prepared to issue change orders
as a remedy.

You should convert your Standard Specifications to PL as a whole package
and then implement them as a whole package. However, individual technical
sections can be revised and implemented as they are converted.

You may maintain the AASHTO specification format when converting
transportation-related specifications to PL. For building construction, the
Construction Specifications Institute (CSI) format is more appropriate. Building
work and roadwork projects should be treated as different projects under
different specifications.

There is no consensus on whether materials specifications should be included
as subsections under “Construction” or whether a wholly separate “Materials”
section would be better. Likewise, there is no consensus as to whether or not
testing and inspection should be included as separate subsections under
“Construction” or whether a wholly separate “Testing and Inspections” section
or a wholly separate QA/QC document would be a better approach.

If only a conversion to PL is being implemented, a specifications engineer or
consultant typically makes the conversion. Technical leads and higher-level
committees then review and approve the converted specification prior to
implementation. Industry is typically not included in the PL conversion but in
the review and approval process. However, if the conversion to PL is being
performed in tandem with technical revisions, technical leads and industry
should be involved from the very beginning of the conversion process.

All but one state has at least one or more individuals tasked with writing, or at
least providing QA/QC over the specification writing process. In general,
technical leads are responsible for technical content with a specification
engineer responsible for ensuring PL consistency and format.
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To various degrees, states use consultants to assist in the PL conversion.
Consultants may be used to prepare Style Guides, perform the actual
conversion of documents to PL, and to train DOT personnel in converting
construction documents to PL. To be effective, a consultant must understands
the “custom and culture” of the particular state DOT. In deciding to use a
consultant, you should first convene all stakeholders to define how a consultant
can best serve your needs.

4. Advertising and Bidding

There is no reason to modify existing contract advertising or bidding
procedures and policies as long as industry is involved in the PL conversion
and fully apprised of any technical changes far in advance. Best practices
when advertising and bidding PL specifications include:

e Publishing the converted specifications far in advance of using them in a
contract being advertised for bid;

¢ When publishing converted specifications, provide a Conversion Guide
that indicates the following:

- Which portions are converted to PL with no change in technical
requirements;

- Which portions are converted to PL and include a change in
technical requirements; or

- Which portions are entirely new to the specifications.

o Publish specification updates on a regular, well-defined schedule unless
emergency situations dictate otherwise. Some states publish updates
several times per year, others on an annual or less frequent basis.

Most states are moving to or have already made the standard specifications
available on-line. Some states expressed concern over version control and
how to resolve a conflict between an electronic version and a printed
version. The consensus is that the printed version in effect at the time of
advertisement is the controlling document. The use of a regular schedule for
publishing updates greatly facilitates version control.

Most states are moving to or have already moved to electronic bidding. States
are moving towards electronic publication of bidder inquiries and contract
addenda on line, as well as minutes from any mandatory pre-bid meetings.

Bidding and estimating may be affected if the PL conversion included re-
definition of bid (pay) items. A redefinition of bid (pay) items is a significant
change that must be done carefully as it will affect how a contractor bids a job
and how it is paid. It will also affect how historical cost data are used by both
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contractors and state DOTs. [f bid (pay) items are re-defined, a conversion
table should be provided. Unique bid (pay) items should be clearly indicated
by a coding structure. It is also important to clearly distinguish between lump-
sum payment items and final pay quantity items.

5. Implementation Steps
The best practices for implementation are:
¢ Build widespread support for PL conversion within your organization;
e Develop a plan and schedule for converting each section;

o Be flexible, realizing that resource constraints and other priorities may
delay conversion of any given section; and

» Once a specification section is ready for use, consider a pilot program
before implementing a section across all projects state-wide.

There is no consensus on the benefit of running a pilot program. Some states
conducted pilot programs, others did not. In making a decision on a pilot
program, consider the following points:

o If industry and stakeholders have been involved in the PL conversion
and specification process, there may be no benefit to a pilot program;

e You may decide to run a pilot program on a select subset of projects.
However, note that it may take several years before all parts of any
given specification section are truly tested in the field. Even after a
successful pilot program, latent issues may emerge;

e You may want to use old specifications and PL specifications side-by-
side to emphasize differences or the lack of differences; and

* You should use a “Conversion Guide” (see “Advertising and Bidding”
above).

Industry is generally supportive of PL conversion, but becomes increasingly
concerned as technical changes and policy changes are wrapped into a PL
conversion. Also, while it may make sense for you to make technical
improvements to specifications while converting to them to PL, policy changes
should be part of a separate process.
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6. Training

Existing training schedules and formats can easily accommodate training in PL
and PL specification conversion. With regard to specific PL training, the best
approach is to have a program where key individuals are trained on PL and
these trained individuals then lead workshops and training sessions throughout
your state. Several states endorse the NHI training course “Principles of
Writing Highway Construction Specifications.”

Training on PL and PL conversion should be open and made available to
industry and consultants, as well as to the local agencies that use your state
DOT specifications.

There is consensus that web-based training would be quite beneficial, but as
yet, none exists. In any event, you would need to modify the training content to
be consistent with the Style Guide adopted by your state.

FHWA set forth that the Transportation Curriculum Coordination Council
(TCCC) could be used to develop standards for PL training.

7. Program Delivery Impacts
The major risks to delivery of PL specifications are:

Lack of a PL conversion strategy and plan;

Resource (staffing) constraints;

Scope creep;

Lack of industry involvement; and

Lack of support from highest executive and administrative levels within
the state DOT.

The states that have implemented PL specifications noted an initial
apprehensiveness by industry, as would be expected of anything new that has
the potential to affect a contractor’s profitability. However, because of industry
involvement throughout the conversion process, the transition did not have any
discernable negative affects on project delivery. It is too early to document the
effect of PL documents on claims and the resolution of claims.

8. Maintaining PL Specifications

Various formal and informal processes can be used by stakeholders to propose
changes to specifications. One state requires a written formal submission of
proposals to change the specifications using a standard form, another allows
for proposed changes to be made more informally by phone or email. Both
states maintain a database or record of the proposed changes and evaluate
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them based on their merits and overall conformance to policy. If a change has
merit and deemed worth making, the best practice is to revise the specification
at that time but not immediately issue it for use. Instead, you shouid issue new
versions in batches on a pre-determined schedule, for example, once every six
months or once a year, unless an emergency situation exists.

Various methods of conducting post-project audits and developing formal
“lessons learned” exist. Some states require the project participants to prepare
post-project reviews and reports. One state uses a committee approach where
several individuals not directly involved with the project review the work on a
quarterly basis and, at the end of the project, prepare a close-out report.
Another state maintains a formal online lessons learned database. However, it
may be difficult to distinguish between opinions, one-time errors, or truly a
“lesson learned” with universal relevance. Other states distribute lessons
learned through regular meetings or written memoranda. However, regardless
of how lessons learned were documented, the problem of how to incorporate
lessons learned into future projects still remains, and this is a problem that is
not yet wholly solved.

9. Additional Discussions

Although not part of the formal agenda, the conference participants also
discussed the following topics:

e Digital Terrain Maps (DTM). The participants discussed if and how DTM
be made available to bidders and/or successful bidders, although no
consensus emerged.

e Pre-bid Meetings. Pre-bid meetings have advantages. Such meetings
provide the opportunity for potential bidders to learn more about the
project from the design team, to visit the site, and to ask questions. The
disadvantage of mandatory pre-bid meetings is that not all interested
bidders may be able to participate.

e Design-Build Authority. High-value, complex projects may benefit from
the DB project delivery method, but, in general, the authority to do so is
limited.

o California’s Time-Related Overhead (TRO) specification. Several states
expressed interest in California’s TRO specifications. The TRO
specification requires bidders to set forth a daily overhead rate in the
bid, which simplifies the administration of changes that extend the
contract duration.
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Agenda

National Plain Language Peer to Peer Conference 2008
Hosted by the Federal Highway Administration and Caltrans
June 17, 18, and 19, 2008

Sacramento, Ca. USA 95814

June 17 Topic Presentor Duration
8:30 am | Welcome Rick Land 10
8:40 am | Purpose of the conference Mike Kissel 10
Introductions : .
8:50 am 1. What do you expect to achieve at this conference? Jeff Lewis 10
Defining plain language (PL)
9:00 am 1. Language Greg Edwards 30
2. Style
9:30 am | Defining plain language — State by State All 60
10:30 am | Break All 15
10:45 am | Status of Plain Language Conversion — State by State All 60
11:45 am | Lunch - on your own All 60
Contract Specification Discussion
1. What was the reason for starting the PL project?
2. Do you consider specifications part of design or
construction?
1:00 pm 3. D1d yqu consider Construction Specification Institute Al 150
format?
4. For materials, how did you split out general from specific
requirements?
5. Do you include building work with road work or use
separate contracts?
3:30 pm Break All 15
Continue Specification discussion
6. What is your spec development process?
7. How many specification engineers do you have?
3:45 pm 8. What is your relationship between technical experts? All 60
9. Did you pilot your PL conversion
4:45 pm Adjourn




Agenda

June 17, 18, and 19, 2008
Sacramento, Ca. USA 95814

National Plain Language Peer to Peer Conference 2008
Hosted by the Federal Highway Administration and Caltrans

June 18 Topic Presentor Duration
Bid Book Discussion
230 am I. What are the main concern.s regardi.ng bidding? All 60
2. What is your process for bid analysis?
3. Did you pilot your bid book conversion?
9:30 am Break All 15
Advertising Discussion
1. What advertising tactics did you employ?
) 2. How did PL affect your advertising schedule?
9:45 am 3. How much time is allowed for bidding? Al 60
4. Do you use electronic contract documents?
5. Do you use electronic bidding?
Policy Development
1. How was policy development integrated into specification
. development?
10:45 am 2. Were you able to convert your existing policy documents or did you Al 60
have to start over?
11:45am | Lunch - on your own Al 60
Policy Development Continued
6. How did you assure all the PL provisions were covered by your
1:00 pm policy development? 60
7. What policy changes were required?
8. How long did it take to convert your policies and procedures?
Industry and Training
1. How did industry react to your PL conversion?
2. How was industry input obtained?
2:00 pm 3. How has industry responded to implementation? All 60
4. Do your contractors work mostly in your state or nationally?
5. What did you do to get industry to support your PL conversion?
3:00 pm = Break All 15
Implementation Steps
I. How do you provide update information?
2. Didy i - Standards f 'evis y ransition?
3:15 pm 2. Did you publish your Standards fully revised or by transition Al 60

3. How do you update your standards?
4. How do you track version control for your standards?

4:15 pm

Adjourn




National Plain Language Peer to Peer Conference 2008

A g e l’lda Hosted by the Federal Highway Administration and Caltrans

June 17, 18, and 19, 2008
Sacramento, Ca. USA 95814

June 19 Topic Presentor Duration
Training
1. How did you train staff?
2. Design, Construction, Specifications
2:30 am 3. How m}mh traini'ng did you provide': to your staff? Al 60
4. What kind of training did you provide to your staff?
5. Did you provide training for local agencies?
6. Did you provide training for consultants?
7. Did you provide training for contractors?
9:30 am | Brea All 15
Program Delivery Impacts
1. From inception to publication, how long did it take to create
your PL construction contract documents?
2. How long did it take to convert the associated manuals?
9:45 am 3. Do you have a schedule for publication of your standards?
4. What was your risk to delivery? All 135
5. Did implementation delay delivery of any projects?
6. Did implementation have an impact on the final quality of the
constructed product?
7. Did implementation result in an increase of contract claims or
arbitration filings?
12:00 pm | Lunch —on your own All 60
Continuous Quality Improvement
I. What process will you use to update your:
1. Contract documents?
ii. Construction manuals?
1:00 pm iit.  Design Manuals? All 60
2. What lessons will you use for future projects?
3. How do you track lessons learned?
4. How do you communicate lessons learned to staff?
General Lessons Learned
1. What worked well?
2. What needed improvement? 60
2:00 pm 3. Did going through the PL project result change any processes? All

a. Design?
b. Construction?
c. Specifications?

3:00 pm

Adjourn
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Appendix C

Conference Participant Contact Information
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Appendix D

Defining Plain Language: Caltrans Style and Format
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CHANGE DIGEST

Char{ges to the Style Guide are summarized in this section. A vertical line adjacent to text indicates a change.
Digest entries and corresponding vertical lines will be deleted after & months.

Version Section Changes

May 2008 17 Revised style for definitions




1 GENERAL

This guide provides instructions for specification writers contributing to the California Department of
Transportation's specifications.

This guide is based on information from several sources, including the Federal Register's writing guidelines,
The Chicago Manual of Style (CMOS), Construction Specifications Institute (CSI), AASHTO Guide
Specifications for Highway Construction, and the highway construction specifications of other states. These
sources may be shown in parenthesis for your information.

The examples in this guide are models for style, not actual specifications.

Interpret each rule as if followed by unless context and common sense dictate otherwise. Do not follow a rule
if clarity is reduced.

2 IMPLEMENTATION

Follow this guide if you are writing parts of the 2010 edition of the Standard Specifications or corresponding
revised standard specifications (RSSs) or project-specific specifications (PSSs).

3 REFERENCE FOR GRAMMAR, USAGE, CAPITALIZATION, AND PUNCTUATION

For guidance not covered in this guide, follow the guidance provided in CMOS for grammar, usage,
capitalization, and punctuation. CMOS's Web site has answers to many grammar, usage, capitalization, and
punctuation questions. The Specification Style Guide provides rules:

1. From CMOS that are not used in everyday writing.
2. Not covered in CMOS.

3. Contrary to the rules in CMOS (only a few of these). For the contrary rules, follow the rules in this
guide.

Where the CMOS allows optional styles, choose the traditional style.

4 FEDERAL REGISTER'S WRITING GUIDE

Follow the principies in the Federai Register's Principies of Clear Writing, duplicated in part in this section. For
additional explanations, go to: :

http://www.archives.gov/federal-register/write/legal-docs/clear-writing. html

Bracketed text is text not in the Federal Register's Principles of Clear Writing.

1. Write in the active voice.
The passive voice is appropriate when the actor is unknown, unimportant, or obvious.

2. Use action verbs.

Don't say Say
is applicable to applies to
make payment pay
give recognition to recognize
is concerned with concerns




3. Usg must instead of shall.

shall imposes an obligation to act, but may be confused with prediction of future action
will predicts future action
must imposes obligation, indicates a necessity to act
should infers obligation, but not absolute necessity
may indicates discretion to act
4. Be direct.

Talk directly to your readers. [In the Department's specifications, talk to the Contractor.] Use the imperative
mood. [Also, use you and your.]

This style results in [specifications] that are shorter, crisper, and easier to understand.

5. Use the present tense.
A [specification] speaks as of the time you apply it, not as of the time you draft it.

6. Write positively.

if you can accurately express an idea either positively or negatively, express it positively. It's better to express
even a negative in positive form.

Don't say | Say
did not comply with

or violated
failed to comply with

[Example: If you violate Pub Cont Code § 4100 et seq., the Department may exercise the remedies provided
under Pub Cont Code § 4110.]

7. Avoid use of exceptions.

If possible, state a rule or category directly rather than describing that rule or category by stating its
exceptions.

Don't say | Say
All persons except those 18 years or older
must . ..

Each person under 18 years of age must . . .

[Use Section <Section no.> applies to <x> or <Requirement description> applies to <x> or introduce
requirement with For <x>.]

However, you may use an exception if it avoids a long and cumbersome list or elaborate description.

[If a specification has exceptions, do not use general phrases such as except as otherwise specified or exce